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OVERVIEW & TERMINOLOGY 
Contacts, Households & Organizations 

Contact Record: The information about a person. Mailing and email address, and individual 
donation history are the types of information captured on a Contact Record. The Contact's 
relationship with a Household, Organizations, and other people are all tied to the Contact 
Record. 

Individual Contact: A person whose primary relationship with your organization is as a 
private citizen - a donor, member, mailing list recipient, library patron, etc. 

Organization Contact: This is a person whose main engagement with you is through their 
organization, and if they leave the organization, your relationship with the person is likely to 
stop. 

Organization (or Account) - Name of nonprofit, school, foundation, company, etc. 

Organization/Account Record: The information about the organization. The company 
address, web site, and phone number are on this screen. 

Household Account: A grouping of family members who may interact with your organization 
as a unit (e.g., the Smith Household). 

Relationship: A connection between two individual contacts 

Affiliation: A connection between an individual contact and an organization 
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1. ENTERING CONTACTS AND ORGANIZATIONS 

Exercise 1: Create Two Individual Contacts and connect them in a Household 


Organizational Contact: A person whose main engagement with your organization is on his/her own behalf 
Household: A grouping of family members who interact with your organization as a unit 


1. Create an individual record for Brad Pitt. 

1) Search to see if "Pitt" is in the system" 



2) Click the Contacts tab and click "New" 


Contacts 



Households 


Donations 


m , Contacts 

Home 


View: New Last Week 


Campaigns Reports Dashboards 


Go! Edit | Create New View 


+ 


Recent Contacts 



3) Enter First Name "Brad", Last Name "Pitt" 

4) Leave Household and Account blank (this will automatically be populated) 

5) Click "Save" 


Contact Edit 

New Contact 

Contacts not associated with organizations are private and cannot be viewed by other users or included in reports. 


Contact Edit 

^^^^^Jsave & New Cancel 



Contact Details 




first Name 

-None- ▼ Brad 

Private 

□ 

Last Name 

ipjtt 

Contact Owner 

Training One 

Household 

^f 

Birthdate 


Recount Name 

J] 




Title 
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2. Create an individual record for Angelina Jolie 

1] Search to see if "Jolie" is in the system 

^^oHe| Q 

2] Click the Contacts tab and click "New" 



3) Enter First Name "Angelina", Last Name "Jolie" 



Contact Edit Save & New 

Cancel 



Contact Details 


First Name —None— ▼ Angelina 

Household 
Account Name 




3. Connect Pitt and Jolie in the same Household 

1) Next to the Household field, click on the Lookup glass icon 



Contact Owner Training Leader 

First Name -None- ▼ Angelina 

9a 

Last Name |j 0 |j e 

Account Name 

1 

Household 

□ 

Title 
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2) In the Search field, type in "Pitt" and click "Go!" 

3) Click on the "Pitt Household" under the Search Results 



4) Click "Save" 



Contact Edit 



1 Save 

Isave Si New 

Cancel 

LhhJ 



Contact Information 

Contact Owner Training Leader 


First Name -None- - tiWWBIBf 
Last Name | Jolie 


You will notice in the saved record that the households have automatically combined to 
create the "Jolie & Pitt" Household, and that an account has been made for Angelina Jolie. 


▼ Contact Details 


Name 

Angelina Jolie 

Household 

Jolie and Pitt Household 

Account Name 

Anaelina Jolie 

Title 


Description 
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4. Specify the relationship between two records 


Relationship: A connection between two individual contacts 


1] Search and pull up Brad Pitt's record 



lontacis Households Donations Campaigns Reports Dashboards + 


pitt 


Search Again 


Options... 


Contacts (1) 


Action 

Name 

Account Name 

Account Site 

Edit! 

Brad Pitt 

Brad Pitt 




2) Hover over "Relationship" link and choose "New Relationship" 

Brad Pitt 

D] G %i E3 

Customize Page | Edit Layout [ Printable View | Help for this Page 4Q} 

Jf- Show Feed 
« Back to 

I 1 Relationships rail I Organization Affiliations rn | Donations 101 | Recurring Donations roi | Activity History foi | Open Activities [01 | Campaign History roi! | Notes & Attachments roi 
Relationships j ^e^elationshij Relationships Help 

No records to display 

Name Brad Pitt Private 
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3) For Related Contact, use Lookup to search for "Jolie" and select record 
Specify Type as "Family" and press "Save" 


m Relationship 

* R-000100 

« Back to List: Permission Sets 

Relationship Detail 


Cancel 



▼ Relationship Information 





Contact 

Angelina Jolie 




Type 

Family ] 

d-> 



Description 

-None— 




Created By | 

Friend 

_ 17/0n-n S-'TC AM 




1 r /jlU 1 «J 0. JU fTilt/l 




i^uworker 

Save Cancel 




Acquaintance 





4] You will see in the saved contact record under the Relationships section that "Brad Pitt 
is Angelina Jolie's Family" 


Relationships 

Action Relation s h i p N U m ber 

Edit | Del R-000100 


New Relationship 


Related Contact 
Brad Pitt 


Type 

Family 


Relationship Explanation 

Brad Pitt is Angelina Jolie's Family 


Now try your own! Create records for two individuals connected to your organization who are in 
the same Household and connect them. 
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Exercise 2: Create an Organization and an Organizational Contact 


Organization/Account: Nonprofit, school, foundation, company, etc. 

Organizational Contact: This is a person whose main engagement with you is on behalf of the organization. 


1. Create Organization "Gates Foundation" 

1) Note: Always Search first to make sure the record doesn't already exist 
Type "Gates" into the Search Bar and click "Search" 



2) Click on "Organizations" Tab 

3) Click "New" Button 



4) Fill out Account Name - "Gates Foundation" and "Save" 


i 


ccount 


New Organization 


Organization Edit 



Save I Save Si New Cancel 




Type -None- 

Account Number 
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5) The saved record will look like this: 


GateS Foundation Customize Page | Edit Layout | Printabl 

□ □Dio 

JJfL Show Feed 

« Back to List: Permission Sets 

Contacts Ml | Affiliated Contacts r2i | Opportunities roi | Recurring Donations roi | Notes & Attachments fOi | Activity History roi 


Account Detail 

Edit Delete 



Account Name 

Gates Foundation [View Hierarchy] 

Account Owner 

Stefanie Archer [Chanael 

Type 


Phone 


Account Number 


Fax 




Website 



▼ Address 

Billing Address 

Shipping Address 

▼ Description 

Description 



▼ Donation Information 


First Gift Date 

Last Gift Amount 

$0.00 

Last Gift Date 

Largest Gift 

$0.00 

Average Gift $0.00 

Smallest Gift 

$0.00 

Best Gift Year 

Best Gift Year Total 



2. Create a Contact for "Bill Gates" 

1) In the "Gates Foundation" contact record, hover over "Contact" link and click "New 
Contact" 


Gates Foundation 


EllSB 


Customize Page | Edit Layout | Printable Viev, 


-k- Show Feed 
* Back to List: Profiles 


ionations roi | Cases roi | Open Activities roi | Activitv History iOl | Notes & Attachments roi | Partners roi 



New Contact p^erge Contacts 
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2) Type in First Name "Bill" and Last Name "Gates" and click "Save" 


Contact Edit 
Contact Details 

First Name -Hone- - Bill 
Last Name (Gates 

Accoulit Name Gates Foundation ^ 




Cancel 


Private 
Contact Owner 
Birth date 
Naming Exclusions 


Title 


□ 

Stefanie Archer 


A vaitable 

Household 

Household 

I I_ I 1 L 


3) Your saved contact record will look like this: 


Bill Gates 

ca s n a “a 


Customize Page | Edit Layout | Pi 


Jf- Show Feed 

Relationships fOl |] Organization Affiliations ; ll | Donations foi | Recurring Donations [01 [ Activity History fOl | Open Activities fOl [ Campaign History 01 | Noti 


Contact Detail 


▼ Contact Details 


Name Bill Gates 
Household Gates Household 

Account Name Gates Foundation 


Edit Delete 


Clone 


Copy Address to Household 


Private ^ 

ContactOwner Training One [Change] 
Birthdate 


Now try your own! Create an Organizational record for your nonprofit and add yourself as an 
organizational contact. 
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Exercise 3: Affiliate an Individual with an Organization 


Affiliation: A connection between an individual contact and an organization 


1. Connect Brad Pitt as a board member on the Gates Foundation 

1) Look up Brad Pitt in Search and choose Brad Pitt's contact record 



lations Campaigns Donations Reports Dashboards + 


pitt 


Search Again —- Options.. 


i Contacts (1) 

Actio n Name 
Edit I Brad Pitt 1 


Account Name 
Brad Pitt 


Account Site 


2) Hover over "Organization Affiliations" and click "New Affiliation" 



3) Click Lookup and Search for "Gates Foundation" and click "Go!" 
Click on Gates Foundation record and it will populate 


Affiliation Edit 

New Affiliation 


Affiliation Edit 
Affiliation Information 

Organization | Gates Foundation 


, Search ~ salestorce.com - Developer Edition - Mozill... L 

A https://nal5.salesforce.com/ui/common/data/LookupPage7llcfm: 


Lookup 


Role 
Start Date 
Description 


M 0/6/2013 1 


Search Gates Foundation 


You can use as a wildcarc 
your search results. 


* Clear Search Results 

Search Results 


lew 

Ither characters to improve 


a 


Account Name 


I Gates Foundation 


Account Site Account Owner Alias 
TOne 


Type 



Save Save & New Cancel 


13 


© 501 Partners, LLC 
































































ftl 501 partners 


a. In Role field, type "Board Member" 
Mark status "Current" & Press "Save" 



Affiliation Edit 

J Save | 

| Save & New Cancel 


Affiliation Information 





Organization 

| Gates Foundation ^ 

Contact 

| Brad Pitt 

a 


Board OemEe^™ 

1 Status 

Current ▼ 

1 

Start Date 

f 10/6/2013 1 

End Date 


r 10/6/20131 

Description 






4) When you hover over "Organizational Affiliation/' you will see the Gates Foundation 



Now try your own! Connect your own record to an organization you are affiliated with (but are not 
your primary place of employment). 


1) First create the Organization record 

a. Organization New -> Organization Account -> Name of Org Save 

2) Then find your contact record in the Search bar 

3) Create a new organizational affiliation & connect to the organization you created 
(Notice you will have 2 affiliations in your record: one to your primary organization and 
the organization you just created.) 
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2. ENTERING DONATIONS 

Exercise 1: Create an Individual Donation 

1) Angelina makes a donation 

1. Look up "Jolie" in Search and call up her record 

Jolie o Search 

Search for Jolie* [starts with) 


jolie 


Search Again —I Options.. 


Contacts (1) 

Action Name 


Edit 


Account Name 
Angelina Jolie 


Account Site 


Contact Owner Alias 
TOne 


2. Hover over "Donations" link and choose "New Contact Donation" 



3. Choose Donation from the drop-down and click "Continue" 


New Donation 

Select Donation Record Type 

Select a record type for the new donation. To skip this page in the future, change your record type settings on your personal setup page. 


Select Donation Record Type 


Record Type of new record | 

Deration - 



Grant 

Major Gift 
Membership 



| Cancel 
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4. Opportunity Name will automatically populate with Name-Donation-Date 

5. Enter Amount-$10,000 

6. Close Date = Today 

7. Stage = Closed Won 


Opportunity Edit 

New Donation 




Heir 

Donation Edit 

Save Save & New Cancel 




Opportunity Information 




1 = Requ 

Opportunity Owner 

Training One 

■ Amount 

10.000 


Private 






| Angelina Jolie-Donatic | 

Next Step 



Account Name 

Angelina Jolie 9*1 


| Closed Won - | 


Type 

-None- ▼ 

Probability (%) 

100 


Lead Source 

-None- ▼ 

Primary Campaign Source 

a 



2) Brad makes a donation 

1. Look up "Pitt" in Search and call up his record 



:ations Campaigns Donations Reports Dashboards + 


pitt 

* Contacts (1) 

Action Name 
Edit 



Search Again 


i 


Options... 


Acco j nt Na me Acco u nt Site 

Brad Pitt 


2. Hover over "Donations" link and choose "New Contact Donation" 
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3. Choose "Donation" in Dropdown menu 


New Donation 

Select Donation Record Type 

select a record type for the new donation. To skip this page in the future, change your record type settings on your personal setup page. 


Select Donation Record Type 


Record Type of new record | 

Donation ▼ 


RES5SH 


Grant 

Major Gift 
Membership 

Continue Cancel 


4. Opportunity Name will automatically populate 

5. Enter Amount -$7,500 and "Close Date" as today 

6. Stage = Closed Won 

7. "Save" 


v Opportu n ity Ed it 

C J New Donation 

Donation Edit 

^^^^^Jsave S* New Cancel 




Opportunity Information 





Opportu n ity Owne r 

Training One 

■Amount 

7,500 

7771 ,. 

Private 


III II Uate 

110/7/2013 

1 10/772013 J 

■Jpportun ity Name 

| Brad Pitt- Donation 10 f. 1 

Next Step 



Accoum Name 

Brad Pitt 1] 

■Stage 

| Closed Won 

"1 

Type 

-None-- ^ 

Probability 

100 


Lead Source 

--None-- t 

Primary Campaign Source 


a 
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3) Check Jolie & Pitt Household to see how the both donations are reflected 

1. Look up Jolie & Pitt Household in Search 

2. Their household record should look like this: 


P .<L Household 

1i~ Jolie and Pitt Household 

Household Members 121 1 

Household Detail Edit 

Open Activities f01 1 Activity History f01 1 Notes & Attachments roi 1 

Delete Clone Copy Household Address to Contacts 

Customize Page | Edit Layout | Printable Viev 

Household History Ml 

▼ Household Information 





Household Name 

Jolie and Pitt Household 

Owner 

Trainina One fChanael 

Mailing Street 



Formal Greeting 

Angelina Jolie and Brad Pitt 

Mailing City 



Informal Greeting 

Angelina and Brad 

Mailing State/Province 



Household Phone 


Mailing Zip/Postal Code 



Addressee 


Mailing Country 



Always Anonymous 


▼ Donation Information 





Last Gift Date 

10/7/2013 


Last Gift Amount 

$7,500.00 

First Gift Date 

10/7/2013 


Largest Gift 

$10,000.00 

Best Gift Year 

2013 


Smallest Gift 

$7,500.00 

Best Gift Year Total 

$17,500.00 





Now try your own! Enter a donation from the one of the contacts in the household you created. 
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Exercise 2: Record a Grant from the Gates Foundation 


a. Look up "Gates" in Search and choose "Gates Foundation" record. 



b. Hover over "Donations" link and click on "New Account Donation" 



c. Choose "Grant" from the drop-down menu click "Continue" 


New Donation 

Select Donation Record Type 

Select a record type for the new donation. To skip this page in the future, change your record type settings on you 


Select Donation Record TVpe 

Record Type of new record | Donation ▼ 



ft ■ rn i I n h I n rinnntinn n.Tff.rrl Ti i 
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d. Enter the name of the donation- "Gates Capacity Building Grant-10/7/13" 

e. Enter "Amount" $50,000 and "Close Date" 10/7/13 

f. Mark Stage as "Closed Won" 

g. Click "Save" 


Opportunity Edit 

„ New Donation 





Hel 

Donation Edit 

Save & New Cancel 





Opportunity Information 





1 = ReqL 

Opportunity Owner 

Training One 


50,000 

1 


Private 



1 10/7/2013 

f 10/7/201 31 1 


i Opportunity Name 

| Building Grant- 10/7/13 | 

Next Step 




Account Name 

Gates Foundation 


| Closed Won 

J 


Type 

-None-- ▼ 

Probability (%) 

100 



Lead Source 

-None- t 

Primary Campaign Source 


a 



Now try your own! Have the organization you created give a donation of $10,000. 


Important Note on Crediting Donations: 

Donations will be assigned to whichever type of contact is chosen (e.g., Organizational 
Contact will go to Organization and Individual Contact will go to individual.) 

If you have a contact that is both Individual and has an Affiliation with an Organization, 
make sure to choose which record should be credited with the donation (by default, the 
individual will be credited). 
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Exercise 3: Create Multi-Payments 

Scenario: You receive a $200,000 grant from the Gates Foundation to be paid in 4 payments over 2 years 


Go to the Gates Foundation account record 

Hover over "Opportunities" and click on "New Account Donation" 



1) The Opportunity and Account Names will automatically be populated because you went through the 
account record. 

2) Type in amount "200,000 

3) Choose today as the close date 

4) Select stage as "Pledged" (** This is important: you will not be able to create multi-payments if you 
choose "Posted" and go back to try to change) 

5) Click "Save" 


Opportunity Edit 

New Opportunity 



Donation Information 


1 

Opportunity Name | Ga , es Founda , i()n Grant 1 



Account Name | Gates Foundation <A| 


2 

200000 


mmmm 


3 

I Close Date J|u5/?ni4 \ 1 1/5/2014 1 

mmm 

^Descnptiof^^ 



4 


Cancel 


Private 

Primary Campaign Source 
Recurring Donation 



Stage 


Pledged 


ility W 50 



Lead Source [ _ None _ 
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The Opportunity record will be created after the record is saved 
Hover over "Payments" and select "Schedule Payments" 


Opportunity 

1 ’ Gates Foundation Grant 1/5/13 


Jf- Show Feed 
■a Back to List: Campaigns 


Payments 

Action Payment Number 
Edit | Del FMT-00256 


Customize Page [ Edit Layout | Printable View [ Help for this Page o 


Open Activities '01 | Activity History '01 | Contact Roles i51 



Notes a Attachments '01 I Stage History '11 


Payment Amount Payment Date 
S200.000.00 


Payment Method 


Payments Help ? 

Written Off 


1) Select # of Payments: 4 

2) Date of First Payment: Today 

3) Interval: 6 Months 

4) Payment Method: Check 

5) Click "Calculate Payments" 


Payments 

Create one or more Payments for this Opportunity 


Current Opportunity Info 

Opportunity Gates Foundation Grant 1/5/13 
Stage Pledged 
Close Date 1/5/2014 


Amount $200,000.00 
Pay me nt A mo u nt Rece i ved $0.00 


Remaining Balance $200,000.00 


Creat^i Payment Schedule 

i 




I # of Payments 

4 U | 






■ Interval 

6 M Month | ▼ | | 


Payment Method r check 


0 


R 


Calculate Payments 
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A schedule of payments will automatically be generated below 
Click "Create Payments" 


Payments to be Created 

Payment # Amount 

1 |50.000.00 0 

2 50.000.00 


3 50.000.00^ 

4 [50.000 00 


Scheduled Date 


11/5/2014 

[7/5/2014 

[1/5/2015 

[7/5/2015 


f 1/5/2014 1 
f 1/5/2014 1 
r 1/5/2014 1 
r 1/5/2014 1 


Create Payments 


Paid Date 

[ | r 1/5/2014 1 

] r 1/5/2014 1 
r 1/5/2014 1 
r 1/5/2014 1 


Paid? 

0 

0 

o 

0 


The payments will show up in the Payments object 

When each check comes in, go into the Payment record and select "Paid" 


Payments New Payment Schedule Payments Writeoff Payments Payments Help 


Action Payment Number 

Payment Amount Payment Date Payment Method 

Paid 

Written Off 

Friit | riPi FMT-Q 0257 

Friit | HpI PMT- 0025 S 

Friit | npi PMT -00259 

Friit | npi PMT -00260 

$ 50 , 000.00 Check 

$ 50 , 000.00 Check 

$ 50 , 000.00 Check 

$ 50 , 000.00 Check 
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Exercise 4: Give Soft Credit 

Scenario: Give Brad Pitt soft credit for the $200,000 Gates Foundation grant 

Go into the Opportunity record for the grant 
Hover over "Contact Roles" and select "New" 



Use the Lookup to find Brad Pitt's record 
For Role, choose "Soft Credit" 

- Click "Save" 


' Contact Roles for Gates Foundation Grant 1/5/13 


Contact Roles for Gates Foundation Grant 

1/5/13 

Primary Contact Role 

o No Primary Contact 



© 


1 — 


^j: 


Soft Credit 


’<3 

I <3 


-None- 
Decision Maker 
Donor 

Household Member 
Influencer 


Brad Pitt will be listed on the Opportunity Record as having a Soft Credit Role 


Opportunity 

' Gates Foundation Grant 1/5/13 


-V- Show Feed 
« Back to List: Campaigns 


Customize Page | Edit Layout | Printable View | Help for this Page O 


Open Activities fOl | Activity History rot | Contact Roles HI | Payments T41 | Notes & Attachments T01 | Stage History ril 


£ Contact Roles 

Action Contact Name 

Edit | Del Brad Pitt 


Account Name 
Brad Pitt 


Role 

Soft Credit 


Contact Roles Help ? 

Primary 
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The Soft Credit will also be captured in Brad Pitt's contact record as an Opportunity 


Brad Pitt 

DDDDd 


Customize Page | Edit Layout | Printable View | Help for this Page ( 

Jf- Show Feed 

« Back to List: Campaigns 

1 Activity History '0 


Opportunities New Contact Donation 


Opportunities Help ? 

Action Opportunity Name 

Stage 

Amount Close Date 

Edit l Del Gates Foundation Grant 1/5/13 

Pledged 

$200,000.00 1/5/2014 
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3. ACTIVITIES: LOGGING CALLS & CREATING RECURRING TASKS 

Exercise 1: Log a call with a Funder 


Go to the appropriate record (If the call is related to a specific opportunity, go to the 
opportunity record. If it is related generically to a funder, go to the account record) 
Hover over "Activity History" and click "Log a Call" 


4 Donation 

. Gates Foundation Grant 1/5/14 


Customise Page| Edit Layc 

Jf- Show Feed 

■a Back to List: Custom Object Definitions i 

Open Activities ra+l 


Contact Roles ill 1 Payments r4l |] Notes & Attachments roi 1 Stacie History Ml 

III Activity History roi |l 1 

Activity History 

Log a Call f 

Mail PJlerg 

e Send an Email 

No records to display 




1) Your name and the subject "Call" will be automatically populated 

2) Select the date of the call for the due date 

3) Enter the specifics of the conversation in the Comments section 

4) Click "Save" and the call will be saved to the appropriate record 
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Exercise 2: Set up a task and reminder to submit a quarterly donor report 


Go to the Opportunity record associated with the task (e.g., "Gates Grant") 
Hover over "Open Activities" and click "New Task" 


Donation 

Gates Foundation Grant 1/5/14 


Jf- Show Feed 
■a Eackto List: Custom Object Definition 


Qcen Activities D' I Activity History Pi Contact Roles Tl Fayments f4l | Hob 


Open Activities 

No records to display 



Donation Name “ Gates Foundation GrantT'5/l4 


1) The task will automatically be assigned to the logged in user. If you want to reassign it to 
another Salesforce user, you can use the lookup icon. 

2) For Subject, enter task name 

3) Enter the due date for the first report 

4) The opportunity will be automatically populated by going through the opportunity record. You 
may also specify an individual contact (e.g. program officer) if desired 

5) Select "Send Notification Email" (and you may make this a default setting if desired) 

Scroll down to add the recurring schedule 


Task Edit 


Save Save & New Task Save a New Event Check Spelling Cancel 


n 

i 



[Assigned To 

|Stefanie Archer 

n 

I Subject 

[Submit Report 

H 

[Due Date 

Phone 



Priority | Norma | g 


| = Required Information 


Status 

| Not Started 

a 

Name 

Contact 



1 4 1 



— 

1 ■ Related To 

Donation 

M [Gates Foundation Grant 1 1 


Email 


Description Information 

Comments 
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6) Check the box for "Create Recurring Series of Tasks" 

7) Specify the frequency and when to be reminded (e.g. Monthly, on the 1 st day of every 3 months) 

8) Select the Start and End Date 

9) Specify the reminder date (you can choose on the date, or a specific time before/after the date) 

10) Click "Save" 


Recurrence | 6 
7] Create Recurn^^Tnes uf Tasks 


^ o On day l^^of every” 3month(s) 

q Weekly 


® Monthly O 0n the 1 1st FI I day 

■. Yearly 


of every 


month(s) 


□ | Sta rt Date | 2 / 6/2014 J [ 1 / 6/2014 ] 

End Date 1 1/4/2016 f Calculate max end date 1 


Reminder 


0E 


tie minder g] 

On occurrence date 

T 

at 

8:00 AM 

T 

for each occurrence 








10 


Save ISave & New Task Save & New Event Check Spelling Cancel 


The tasks will automatically be added to the Opportunity record and a reminder will be sent at 
the date/time specified 

Donation 

_ ' Gates Foundation Grant 1/5/14 

Customize Page | Edit Layout | Printable View | Help for this Page O 

-V- Show Feed 


« Back to List: Custom Object Definitions 

1 Open Activities 15+1 1 1 Activity History 101 1 

Contact Roles Ml 1 Payments 141 1 Notes & Attachments TOT 

1 Staoe History ril 


Open Activities 


New Task New Event 



Open Activities Help k?) 

Action 

Subject 


Name Task 

Due Date 

Status 

Priority 

Assigned To 

Edit | CIs 

O Submit Report 


Y 

3/1/2014 

Not Started 

Normal 

Stefan ie Archer 

Edit | CIs 

O Submit ReDort 


y 

6/1/2014 

Not Started 

Normal 

Stefanie Archer 

Edit | CIs 

O Submit ReDort 


Y 

9/1/2014 

Not Started 

Normal 

Stefanie Archer 

Edit | CIs 

O Submit ReDort 


Y 

12/1/2014 

Not Started 

Normal 

Stefanie Archer 

Edit | CIs 

O Submit ReDort 


Y 

3/1/2015 

Not Started 

Normal 

Stefanie Archer 
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Exercise 3: Email directly into Salesforce using your unique BCC: email 


1. Go into User Name-^ My Settings 



Setup Help Si Training 


My Profile 

Developer Console 
Logout 


2. Choose Emails My Email to Salesforce 

The email address listed in this page is your unique email. Use this address in the 
BCC: field of an email that you want to attach to a contact, and it will automatically 
attach to the contact record connected to the recipients email address. 


Quick Find 


Qv] My Email to Salesforce 


My Settings 

X Personal 
US Display & Layout 


Email 


My Email Settings 
Email Templates 
Mass Emails 

My Stay-in-Touch Settings 
My Email to Salesforce 


Let us know what you think | H 


If you use a company-provided or third-party email address, use Email to Salesforce to save emails as activities on lead, contact, donation, and other records in sj 

1. Send your email from an email address specified in My Acceptable Email Addresses 

2. Blind carbon copy (BCC) the "Email to Salesforce address" when you send an email that you want added to the activity history of a salesforce.com record. 

Your Email to Salesforce address: emailtosalesforce@1rvbiaz1wi8218neh3tv5v87Qlh2zaiuhiov55toawcftf7u9u.i-afxleav.na15.le.salesforce.com 


My Email to Salesforce 


Save 


Cancel 


Enter the Email to Salesforce address in the BCC line of emails that you want to add to the activity history of related records. This is an automatically generated 
Email to Salesforce Address emailtosalesforce@1rvbjqz1wi8218neh3ty5y87qlh2zqiuhjoy55tpgwcftf7u9u.i-gfxleay.na15.le.salesforce.com 

My Acceptable Email Addresses 
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4. CUSTOMIZING SALESFORCE 

Exercise 1: Create a Custom Field on Account record for "Relationship Type" 

Go to the "Account" tab 

Click on the little blue triangle on the right (Note: This triangle is called the "Quick Access 
Menu" allows for easy edits to fields and page layouts) 



Hover over "View Fields" and click "+ New" 
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Select the Data Type 

For this field, we will choose "Picklist" 

Click "Next" (in the lower right corner of the page) 


Data Type 

© None Selected 

O Auto Number 
© Formula 
© Roll-Up Summary 

© Lookup Relationship 

© Checkbox 
© Currency 

© Date 
© Date/Time 

© Email 

© 'Geolocation 
0 Number 
O Percent 
© Phone 


c 


® Picklist 


Picklist (Multi-Select) 
Text 

Text A rea 
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Field Label: Relationship Type 

Enter each relationship type on a new line: Foundation, Partner, Media, Vendor 
- Click "Next" 


Account Help for this Page Q 

New Custom Field 



Select the proper field-level security, which specifies who can edit ("Visible") vs Read-Only 
Keep the default of Visible to every user profile 
- Click "Next" 
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Specify which Page Layout this field should be added to (Note: there is only one page layout by 
default- this would be used if there were other custom page layouts) 

- Click "Save" 


Account 

Help for this Page O 

New Custom Field 


| Step 4. Add to page layouts 

Step 4 of 4 


Previous Save & New I Save Kancel 


Field Label Relationship Type 

Data Type Picklist 

Field Name Relationship_Type 

Description 


Select the page layouts that should include this field. The field will be added as the last field in the first 2-column section of these page layouts . The field will not appear on any pages if you do not 
select a layout. 




iage, you will need to customize the page layout. To change the values that appear, you will need to customize the Record Types. 


[7] Add Field Page Layout Name 

[7] Organization Layout 


To see your changes, go into the "Gates Foundation" Account record and find your new field 


Gates Foundation 

D Q E3 


Jf- Show Feed 
# Eack to List: Campaigns 

Contacts 31 | Affiliated Contacts 31 | Occortunities 41 [j Recurring 

Account Detail Save Cancel 


Acco j nt Name G ates Fo u ndation [view Hierarchy] 

Type Foundation 
Account Number 



Relationship Type 

-None- ▼ 


j ? 

-None— 


▼ Address 

Billing Address 

Foundation 

Partner 

Media 

Vendor 
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Exercise 2: Edit Page Layouts 

2.1 Move "Relationship Type” to a different location on the page 

1. Click on the Accounts tab and open up a record (the Gates Foundation) 

2. Click on the blue triangle on the right open the Quick Access Menu 

3. Click on "Edit Layout" 



Jf- Show Feed 

« Back to List: Custom Object Definitions 

Contacts fOI | Affiliated Contacts roi | Opportunities f4i | Recurring Donations fOI | Notes & Attachments roi | Activity History fOl 


View Object 
View Validation Rules 
View Approvals 


Account Detail Edit Delete 

Account Name Gates Foundation Mew Hierarchy! 
Type Foundation 
Account Number 
Relationship Type 



Click and hold on the "Relationship Type" field and drag and drop it in the Description section 
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2.2 Remove "Shipping Address” from the Page Layout 

Hover over the Shipping Address field and click the icon 


Account Detail 

Standard Buttons 

Edit Delete Sharing Include Offline 

Custom Buttons 



il Fields (Header not visible) 

* • Account Name Sample Account Name 

Type Sample Type 

Account Number Sample Account Number 

Account Owner 

Phone 

Fax 

Website 

Sample User 

1-415-555-1212 

1-415-555-1212 

www.salesforce.com 


il Address 





Billing Address 

Suite 300, The Landmark @ One Market 

Shipping Address 

Suite 300, The Landmark @ One Market 

© * 


San Francisco, CA 94105 


San Francisco, CA 94105 



US 


US 

Remove 


2.3 Add the "Employees” field to the "Description" section 

Click and hold the "Employees" field in the top box 
Drag and drop it into the "Description" section 
- Click "Save" 



.uick Save Preview As... T Cancel ^ Undo Redo |m Layout Properties 


Fields 

Buttons 

Expanded Lookups 
Related Lists 
Report Charts 
Visualforce Pages 

F-r- O r'nntrnli' 


Quick Find I Field Name 



+S Section 

_5YSTEM: One2GneC... 

Account Site 

.Batch 

1 Created By 

Fax 

Blank Space 

Account Name 

Account Source 

Beat Gift Year 

Data.com Key 

|| .First Do 

_SYSTEM: AccountType 

Account Number 

Annual Revenue 

Best Gift Year Total 

Description 

First Gif 

_SYSTEM: Islndivi... 

Account Owner 

Average Gift 

Billing Address 

Employees 

Irdustry 

< i 

rrr 


_J 




Account Detail 


Fields (Header not visible) 

* * Account Name Sample Account Name 
Type Sample Type 

Account Number Sample Account Number 


r Standard Buttons..--Custom £ 

Edit Delete Sharing Include Offline 


Account Owner Sample User 

Phone 1-415-555-1212 
Fax 1-415-555-1212 
We b s ite www. salesforce.com 



Address 

Billing Address 

Suite 300, The Landmark @ One Market 

San Francisco, CA 94105 

US 


Description 

Description 

Sample Description 


Relationship Type 

Sample Relationship Type 
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Exercise 3: Customize Tabs 


1) Click on the "+" sign at the end of the tabs 



Stefanie Archer ▼ Setup Help & Training 


Chatter Contacts Households Accounts Opportunities Campaigns Recurring Donations Leads Reports Dashboards Documents 


m 


2) Choose the button "Customize My Tabs" 


All Tabs 

Use the links below to quickly navigate to a tab. Alternatively, you can add a tab to your display to better suit the way you work. 
View: All Tabs 

About Batch Data Entry ^ Home 


Help for this Page Q 


Add Tabs to Your Default Display 


Customize My Tabs 


3) Select the following tabs to remove: Home, Chatter, Recurring Donations, Leads, and Documents 
Click "Save" 


Customize My Tabs 


Choose the tabs that will display in each of your apps. 


Custom App: _ 

Nonprofit CRM \^\ 


Available Tabs 


Selected 

About Batch Data Entry 



1 Home (default) 

* 

About Nonprofit Starter Pacta 



1 Chatter 


Affiliations Settings 


Add 

Contacts 


App Launcher 



Households 


Batch Data Entry 


1 ► i 

Accounts 


Batch Data Entry Settings 


P? 

Opportunities 


Cases 



Campaigns 


Console 



1 Recu rring Don ati ons | 


Contact Merge 



I Leads 1 


Contacts Settings 



Reports 

— 

Contracts 

- 


Dashboards 

- 




Up 


Cancel 
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Exercise 4: Rename "Account" and "Opportunity" Tabs 

1) Go into Setup 



Stefa mie Archer w 

Setup 

Help S Training Nonprofit CRM ▼ 


2) Choose Build Customize Tab Names and Labels 


Build 

O Customize 

Rename Tabs and Labels 
Help Settings 

_ U-- - 

3) Click on "Customize application tab names and field labels" 

Tab Names and Labels 

Tab Names and Labels 

■ Customize application help links 


4) Click "Edit" next to "Accounts" 


Rename Tabs and Labels 

Make salesforce.com match your organization's terminology by renaming tab and ft 
you choose. After renaming any tab or field label, remember to update all custom r< 
name. 


Select Language English 


Standard Tabs 


Action 

Tab Name 

Display Label 

F“ 

Accounts | 

Accounts 

Edit 

Activities 

Activities 

Edit 

Assets 

Assets 
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Rename "Account" to "Organization" and "Accounts" to "Organizations" 
Keep "Starts with a vowel" checkbox checked 
- Click "Next" 


Rename Tabs and Labels 

Enter the new tab names and field labels to display in the selected language. 


Help for this Page O 



Tab Accounts 
Language English 


Singular [organization 

Example: Account 

Plural | Organizations 

Example: Accounts 



Save Next Cancel 


Click "Save" to apply the new name to associated fields 


Rename Tabs and Labels 





Help for this Page O 

Enter the new tab names and field labels to display in the selected language. 






1 Step 2. Enter the new field labels 





Step 2 of 2 

Previous ^^^^Jcancel 

Please review all the auto-populated values below for arammatical accuracy. Edit anv standard field labels and other labels for the selected tab and languaae 

Tab Accounts 

Language English 







Standard Field Labels 





Other Labels 



Singular 

Plural 

Starts with vowel sound 


Account Division 

(Organization Division 



m 



Account Name 

Account Number 

[Organization Name 

(Organization Number 

(Organization Names 


m 

m 



Account Owner 

[Organization Owner 

(Organization Owners 


m 



Account Site 

(Organization Site 

[Organization Sites 


m 
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Click "edit" next to "Opportunities" and repeat the process above to rename it to "Donations" 


Standard Tabs 


Action 

Tab Name 

Display Label 

Edit 

Accounts 

Accounts 

Edit 

Activities 

Activities 

Edit 

Assets 

Assets 

Edit 

Campaigns 

Campaigns 

Edit 

Cases 

Cases 

Edit 

Contacts 

Contacts 

Edit 

Contracts 

Contracts 

Edit 

Documents 

Documents 

Edit 

Events 

Events 

Edit 

Ideas 

Ideas 

Edit 

Leads 

Leads 

Edit 

Libraries 

Libraries 


Opportunities 

Opportunities 

Edit 

Opportunity Products 

Opportunity Products 

Edit 

Partners 

Partners 


Once you are finished, your changes will be reflected in the tabs in the menu bar: 


[ 


Home Contacts Households I Organizations Donations I Campaigns Reports Dashboards 
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5. DATA BEST PRACTICES 
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Prevent Duplicates 

• Always search first 

• There should only be one contact record for a person, no matter how many 
hats they wear 

Data Integrity 

• Consistency counts 

• Keep Data Current 

• If it's not in Salesforce, it doesn't exist 

• Garbage in, garbage out 

• Save Every Time 

• People entering data should be properly trained 

Record and Field Creation 

• D.R.Y. - Don't Repeat Yourself 

• Begin with the end in mind 

• If changing a field, check for existing data first 

• Don't put fields in Salesforce that you won't report on. 

Unking Records 

• When entering donations, go through the donor's contact record 

• When creating an organizational contact, go through the organization 
record 
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6. DATA IMPORT 

Setup- De-Activate Validation Issues 


1) Go into Setup 




Stefanie Archer ▼ 

Setup 

Help & Training Nonprofit CRM ▼ 





2) Scroll down to "Build" and choose Customize Contacts Validation Rules 


Build 


Customize 


» Tab Names and Labels 

• Home 

• Activities 

• Campaigns 
► Leads 

• Accounts 
Contacts 

Helds 

Related Lookup Fil ters 
[Validation Rules 


_IcL 


] 


nnnrr 


3) Select "Edit" next to Contact_Preferred_Email 


Contact Validation Rules 


Help for tt 


Validation rules help improve data quality by preventing users from saving incorrect data. You can define one or more validation 
rules that consist of an error condition and corresponding error message. Validation rules are executed at record save time. If an 
error condition is met the save is aborted and an error message displayed. 

Example uses: 

* Make fields conditionally required, depending on the value of another field 

* Ensure that numbers are within a specified range, such as discount is less than 30% 

* Enforce that date fields are the correct chronological sequence, such as start date is before end date 


Quick Ups 

* Getting Started 

* Useful Sample Validal 


Validation Rules 


New 


Action 


Rule Name 



Error Location 
Preferred Email 
Preferred Phone 


Error Message 

Please select a Preferred Email 
Please select a Preferred Phone 


Validation Rule 

Active Modified By 

Stefanie Archer . 10/17/2013 8:53 AM 
Stefanie Archer. 10/17/2013 8:53 AM 
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4) Go into record and uncheck the "Active" checkbox 

5) Click "Save" 


Contact Validation Rule 


Define a validation rule by specifying an error condition and a corresponding error message. Th< 
true or false. When the formula expression returns true, the save will be aborted and the error m 


Validation Rule Edit 

Save ft New j j Cancel ] 

Rule Name | Contact_Preferred_Email 


Active 


Description 


6) Click "Edit" next to Contact_Preferred_Phone 


Validation Rules 


New 


Action Rule Name 
Edit | Del Contact Preferred Email 
3el BContact Preferred Phone 


i 


1 


Error Location 
Preferred Email 
Preferred Phone 


7) Uncheck the "Active" checkbox and click "Save" 






Validation Rule Edit | 

Save 

I Save ft New 

Cancel 




Rule Name | Contact_Preferred_Phone 
Active 
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Exercise 1: Importing Contacts 

1. Go to www.501partners.com/materials and download the Sample Data Set onto your desktop. 

2. Click on Setup 

a. Data Management 

i. Import Accounts/Contacts 



Home Organizations Contacts 


Expand All | Collapse All 

| Q, Quick Find 


Households Donations Campaigns Reports Dashboards 


Import Wizard for Accounts/Contacts 


Training Two ▼ Setup Help Nonprofit CRM ▼ 


Help for this Page Q 


Force.com Home 


Use this wizard to import accounts and contacts for multiple users in your organization. You must be a salesforce.com 
administrator to use this wizard. 


Administer 

► Manage Users 

► Manage Apps 

► Company Profile 
E Security Controls 

► Domain Management New! 



E 


Communication Templates 
Translation Workbench 
Tat^tanagemen^^ 


Analytic Snapshots 

^^Dat^moortWizarcnjew! 


Import Leads 
Import Solutions 
Import Custom Objects 
Data Export 


Steps to Import Your Organization's Data 

1. Familiarize yourself with the Account & Contact fields available for import. Create custom fields or add custom picklist 
values if needed. Tell me more! 

2. Export each of your users' data, and merge those files into a single CSV file using Excel or a similar product. Tell me 
more! 

3. Review your data for accuracy, and label each column in the CSV file with the appropriate Account or Contact field 
name. * Tell me more! 

4. Add a column titled "Record Owner, and add the user’s salesforce.com username to this field in the format 
"jsmith@acme.com" or "Joe Smith". This ensures that each users data is correctly owned by them in salesforce.com. 

5. Start the Import Wizard! 


Get Info Before You Start 

• Import FAC 

• Import Help 

• Sian up for Importing Training 
Top 5 Questions 

• How many records can I import? 

• What_d_ata_c an be imported? 

• Can I import accounts that are owned bv multiple 

people? 

• Can I delete my imported data if IVe made a 

mistake? 

• Can the Import Wizard de-duolicate mv data? 

Import Queue 

• What Import Files are Pending? 


3. Start Import Wizard and press "Next" 
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4. Upload the Sample Data Set from your Desktop 

a. For Contact Management Type, choose "Name" 

b. For Account Matching Type, use "Name and Site" 

c. Check box for "Trigger workflow rules for new and updated records" 

d. Click "Next" 



5. Make sure fields from the Sample Data Set are accurately mapped to Salesforce and click "Next" 

Q} Salesforce - Import Wizard for SOlPartners * Mozilla Firefdx ^ I a I tsl , 23 


| httpsr//nal5.salesforce.com/setup/wiz/wizard.jsp?wizardUrl=/setup/imp/orgimport format.jsp?stage=format&wizardP 



Step 3 of 8: Map Contact Fields Import Wizard 


In the list below, select the field in your import file that should be imported into each salesforce.com field. Once you 
have finished, click Next: 



Record Owner: — none selected - ▼ 

Contact Information 

You should import into either the Contact Full Name or First Name and Last Name, but not both. 


Salesforce.com Field Import Field 


Salesforce.com Field Import Field 


Contact Full Name 

- none selected - 

- 

Lead Source 

- none selected - 

- 

First Name 

First Name (col 0) 

▼ 

Reports To 

— none selected — 

▼ 

Last Name 

Last Name (col 1) 

▼ 

Birthdate 

— none selected — 

▼ 

Salutation 

— none selected - 

- 

Assistant’s Name 

— none selected - 

- 

Title 

— none selected — 

▼ 

Description 

— none selected — 

- 

E-mail Address 

Email (col 8) 

▼ 

Contact Note 

- none selected - 

▼ 

Department 

— none selected — 

- 

Email Opt Out 

— none selected — 

- 

Fax Opt Out 

— none selected — 

w 

Data.com Key 

— none selected — 

w 


Close Wizard 
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6. In the next screen, map the Mailing Address Line 1 from Salesforce to the "Address 1 (col 2)" 
Import Field and click "Next" 

r - - 

Salesforce - Import Wizard for 501Partners - Mozilla Firefbx 
_ _ 

A https://n al5 ,sa I esforc e. c om/setu p/wiz/wiza rd ,jsp?wiza rd U rl=/setu p/i m p/org i m port_form at,jsp?stag e=form at&wiza rd P “ 

sales^rce.com^ 


Step 4 of 8: Map Contact Phone and Address Fields Import Wizard 



In the list below, select the field in your import file that should be imported into each salesforce.com field. Once you 
have finished, dick Next: 


Contact Address Info 



Salesforce.com Field 

Irrmort Field 

Salesforce.com Field 

Import Field 


Mailing Address Line 1:1 

[— none selected — 

U| 

Other Address Line 1: 

— none selected — 

- 

Line 2: ^ 

— none selected — 


Line 2: 

— none selected — 


Line 3: 

— none selected — 

- 

Line 3: 

— none selected — 

- 

City: 

City [col 3) 


City: 

— none selected — 


State/P ro vince: 

State [col 4) 

- 

State/Province: 

— none selected — 

- 

Postal Code: 

ZIP [col 5) 

- 

Postal Code: 

— none selected — 

- 

Country: 

— none selected — 

- 

Country: 

— none selected — 

- 

Contact Phone Information 





Salesforce.com Field 

Import Field 

Salesforce.com Field 

Import Field 


Business Phone: 

— none selected — 


Business Phone Ext.: 

— none selected — 





Close Wizard 


7. Check box for "Overwrite existing account values" and click "Next" 




45 


© 501 Partners, LLC 
















































































ftl 501 partners 


8. Choose Next 


|£. Salesforce - Import Wizard for 50IPartners - Mozilla Finefcx 


A https//nal5.&aIesf orce,com/setup/wi^wizard,jsp?wizardUrl=/setup/imp/orgimport_format,jsp?stage=f ormat&wizardI 

salesforce .corn ^ 


Step 6 of 8. Map Account Phone and Address fields 


Import Wizard 


In the list below, select the field in your import file that should be imported into each salesforce.com field. Once you 
have finished, click Next: 


Account Address Information 

Note: The Contact address is not automatically populated into the Account. You must map the Account address 
below. 


Salesforce.com Field 

Import Field 


Salesforce.com Field 

Import Field 


Billing Address Line 1: 

— none selected — 

- 

Shipping Address Line 1: 

— none selected — 

- 

Line 2: 

— none selected — 

- 

Line 2: 

— none selected — 

- 

Line 3: 

— none selected — 


Line 3: 

— none selected — 


City: 

— none selected — 

- 

City: 

— none selected — 

- 

State/Pro vince: 

— none selected — 


State/Province: 

— none selected — 


Postal Code: 

— none selected — 

- 

Postal Code: 

— none selected — 

- 

Country: 

— none selected — 


Country: 

— none selected — 



9. The screen will say that all fields are mapped and press "Next" 


sal 

les/orce.com| 

k 

1 Step 7 of 8: Map Extra Import fields 

Import Wizard ] 


< Back 


All fields in your import file are mapped to salesforce.com fields. Please click Next. 


10. It will say "Record Owner field is not mapped" and will assign the record owner to you (your 


login account). Click "Import Now!" 


sal 

ies/orce com| 

h 

II Step 8 of 8: Review and Confirm ... 

Import Wizard 


Record Owner field is not mapped 

WARNING: If you continue with this import, all records will be imported with YOU as 
the record owner. 

Press Import Now! to submit this import request to salesforce.com. 
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11. You will get the following notification: 

a. Click on Import Queue to check status and click "Finish" 


1 


Import Request Submitted! 

Import Wizard 1 

Salesforce.com will now begin to import your file. You will be notified by email at 
training@501 partners.com when your import is completed. 

Based on the current volume of import activity, we estimate that your import will be completed in 

approximately 1 Minute. 

You can check on the status of vour import bv viewing th^^ 



Import Queue for My Organization 


Help for this Page O 


Action Filename Submitted By 

Sample Data Setcsv Training Two 


Records Submitted Status Started Completed Import Type 

199 10/6/201311:48 AM Completed 10/6/2013 11:49 AM 10/6/2013 11:49 AM Contacts & Accounts 
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7. CAMPAIGNS 

Set up special permissions to be a Marketing User 

Marketing User: A permission setting that allows a user to create and edit Campaign records 


1. Setup-> (Under the "Administrator" panel) Manage Users->Users 

2. Find your user account (TrainingXX) and click "Edit" 



3. Make sure "Marketing User" and "Active" is checked and click "Save" 


Jser Edit 

Training One 

User Edit 


J, Save & Mew j [ Cancel j 



General Information 




1 

First Name 

Training 

Role 

| <None Specified> 

- 

Last Name 

| One 

User License 

Salesforee 


Alias 

| TOne 

|training@501 partners, c 

Profile 

System Administrator 


Email 

1 Active 

/ | 


Username 

| trainingd @501 partner 

■Marketing User 



Nickname 

| trainin g0 11 .3808261 115 i 

Offline User 



Title 


Knowledge User 

□ 


Company 

501 Partners 

Force.com Flow User 

□ 
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Exercise 1: Set up Campaign for Fall Dinner 

1. Go to Campaigns tab and click "New" 



2. Under Campaign Name, enter "Fall Dinner" 

3. Check "Active" (Note: This is important for it to show up in Active Campaigns) 

4. Choose Status as "Planned" 

5. Click "Save" 


j Campaign Edit 

^ New Campaign 

Campaign Edit 


Save & New Cancel 

Campaign Information 

[Campaign Name 

1 Fall Dinner 

i 




Type 

-None- 

T 


| Planned 


Start Date 


[r 10/6/2013 1 

End Date 


r 10/6/20131 
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6. To add members, click on "Manage Members" and "Add Members-Search" 



7. Choose Member Type to Search "Contacts" 

8. Create Filter to specify contacts from Massachusetts 

a. Choose Filter Field "Mailing State/Province" 

b. Operator "Equals" 


c. For Value, type in "MA" 

d. Click "Go!" 


j Campaign 

Manage Members 

Back to Campaign: Fall Dinner 


Add Pile m be rs Ex i sti ng Me m be rs {0} 

▼ Hide Search 


Step 1: Choose Member Type to Search 

Leads Jo Contacts | 

Step 2: Specify Filter Criteria 



Use Existing View: - 

peT^ 

Operator 

value 

1 

f Mailing State/Province 

▼ equals 

- MA 

JjD 

-None- 

▼ -None- 

T 

AND 

-None- 

▼ -None- 

T 

AND 

--None- 

▼ -None- 

T 

AND 

-None- 

▼ -None- 

T 


B Go! 1 



Clear Filters 
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9. In the bottom left corner, select to display 100 records per page 


Add with Status t Edit Columns 

j First Name t Last Name Title Account Name Email Campaign Member Status 


□ Adele 

Huff 

Adele Huff 

adele@fakemail.com 

* 

n Adrienne 

Jarvis 

Adrienne Jarvis 

AM Ha 1 ane 

adrienne@fakemail.com 

a 1 i ri a Ife m a i 1 mm 

10 

[ 25 

50 

Hall 

1 1 L-l a l a II c 

AJisha .Hall 

a 11 L-l a 1.LL-! 1 a r -.C 1 1 loll. L-U 1 1 1 

alisha@fakemail.com 


[Display 100 records per page 

Silmore 

Alma Gilmore 

alma@fakemail.com 


200 





1-72 of72 Q 0 Selected zl 


« ^ Previous Next ► to 


Page 1 ofl 


10. Check the top box next to First Name to select all records 


Add with Status T 


^■irstName t 

Last Name 

Title 

Account Name 

Email 

i^ffdele 

Huff 


Adele Huff 

adele@fakemail.com 

W\ Adrienne 

Jarvis 


Adrienne Jarvis 

adrienne@fakemail.com 

[V] Alicia 

Lane 


Alicia Lane 

alicia@fakemail.com 

0] Alisha 

Hall 


Alisha Hall 

alisha@fakemail.com 

0 Alma 

Gilmore 


Alma Gilmore 

alma@fakemail.com 

m a_ 

1 


a | 


1-72 of 72 zJ 72 Selei 



^ Previous Next ► to 



11. Under "Add with Status," select "Sent" 


Add with Status T 


| Sent 

Las 

Responded 

Hufl 

Jarv 

'w Adrienne 


12. To Add more members- Contacts from NH 
a. Choose "Add Members" 


j Campaign 

v Manage Members 

■s Back to Campaign: Fall Dinner 

Q You have successfully added 72 members). 

You can add more members to this campaign using the p Add Members F tab. 


Add Members 
TnoS^rrere 


Remove Update Status t 

IQ Action 

Name t 

Title 

Company 

Email 

Type 

□ Edit | Remove 

Adele Huff 


Adele Huff 

adele@fakemail.com 

Contact 

Irl Erl it 1 Pnmrvn 

Arlrinnnn l-.n^ir-_ 


_ A rl ri i-i n n n \ -nuhi _ 




■ 


listing Members {72) 
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13. Choose Member Type "Contacts" 

14. Choose "Mailing State/Province" "equals" "NH" 

15. Click "Go" 

Add Members Existing Members {72) 

▼ Hide Search 

Step 1: Choose Member Type to Search 

0 Leads^^T^nte^^^ 

Step 2: Specify Filter Criteria 


Use Ex 







| Mailing State/Province 

T 

equals 

- NH 

AND 

--None-- 

■W 

-None-- 

-w 

AND 

-None-- 

T 

-None- 

T 

AND 

-None-- 

T 

-None- 

T 

AND 

-None-- 

T 

-None- 

T 






Clear Filters 


16. Select all records with the top check box 

17. Choose Add with Status "Sent" 



lAd^witt^tatLi^^^l 

first Name t 

Last Name 

Title 

Account Name 

Email 

HD Desiree 

Garrett 


Desiree Garrett 


0 Ferdinand 

Grimes 


Ferdinand Grimes 

ferdina 

^ Fletcher 

David 


Fletcher David 

fl etcher 

0 Harriet 

Ewina 


Harriet Ewina 

harrietfi 

@ ina 

Bradshaw 


Ina Bradshaw 

inaiS)fa 

[C71 1 „ r 





1-9 of 9 zJ 9 Selected zJ 



<4 ^ Previous Next ► ►> 



18. You will see the following message that your members have been added: 

a Campaign 

IB Manage Members 

« Back to Campaign: Fall Dinner 

^ You have successfully added 9 member(s). 

You can add more members to this campaign using the ’Add Members' tab. 
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Exercise 2: Set up a Parent Annual Campaign with Child Poster Campaign 

1. Create a new campaign 



2. Write in Campaign Name "2013 Annual Appeal" 

3. Check "Active" 

4. Choose Status "In Progress" 

5. Click "Save & New" 



Campaign Edit 

New Campaign 


Campaign Edit 


Save 

I Save & New 

1 Cancel 



Campaign Information 

1 

[Campaign Name 1 



1 2013 Annual Appeal 


[Active 



Type 

-None- 

T 

Hiatus 

In Progress 

J 

Start Date 


M 0/6/2013 

End Date 


[10/6/2013 


Expected Response (%) q qq 
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6. Write Campaign Name "2013 Postcard Appeal" 

7. Check "Active" 

8. Choose Status "In Progress" (By default "Type "shows up as "Conference") 

9. For Parent Campaign, use Lookup to find "2013 Annual Appeal" and click on it to populate 

10. Click "Save" 



11. In the 2013 Postcard Appeal Campaign Record, click on "View Hierarchy" 


j Campaign 

’ 2013 Postcard Appeal 


■a Back to List 


Campaign Hierarchy 111 | Open Activities roi | Actrvrt 1 


Campaign Detail 


Edit 


Delete 


Clone 


Campaign Information 

Campaign Name 
Active 


2013 Postcard 


V Campaign Hierarchy 

2013 Postcard Appeal 


The hierarchy is created by associating campaigns with parent campaigns. 


Campaign Name 

Campaign Type 

Campaign Status 

Active 

Cs 

2013 Annual Anneal 


In Progress 

vf 

Tn 

2013 Postcard Anneal 


In Progress 


In 
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8. REPORTS 

Exercise 1: Create a Custom View 

1) Go to the Contacts tab and click on link "Create New View" 



2) For View Name, type "All Contacts from Olympia NY" 

3) Filter by Field "Mailing City", "equals", "Olympia, and 
"Mailing State/Province", "equals", "NY" 

4) Click "Save" 


m _ Contacts 

Create New View 



Step 1. Enter View Name 



View Unique Name: | AII_Contacts_from_Oly l 

Step 2. Specify Filter Criteria 

Filter By O wner FiIter By Campaign {0ptionaI}: 

@ All Contacts Campaign Name: C^] 

.' My Contacts 

Filter By Additional Fields {Optional): 

Field _ Operator _ Value 


1 Mailing City ▼ 

equals ▼ 

Olympia ANdI 

1 Mailing State/Province ▼ 

equals ▼ 

NY AND j 


“None- ▼ “None-- ▼ AND 


--None- ▼ --None-- ▼ AND 

-None- ▼ --None- ▼ 

Add Filter Logic... 
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5) You will see the new view option Contacts View pull-down and all of the corresponding records 


: 

2013 


tion 


| Households Donations Campaigns Reports Dashboards 

+ 

All Contacts from Olympia IMY ^ Edit | Delete | Cri 

| mna*. 


AB CDE FG H I J KLM N O PQRSTUVWXY 


O Action 

Name t 

Account Name Title 

Phone 

Email 

Contact Owner 

O Edit | Del 

IQ Avila. Lelia 

Lelia Avila 

(576)621-5984 

leliaiSfakemail.com 

TLead 

O Edit | Del 

IQ Banks. Lon 

Lon Banks 

(591)843-9030 

lonOfakemail.com 

TLead 

□ Edit | Del 

\Q Beaslev. Cleo 

Cleo Beaslev 

(920)638-1661 

cleoOfakemail.com 

TLead 

□ Edit | Del 

IQ Bell. Saul 

Saul Bell 

(810)219-6517 

saulOfakemail.com 

TLead 

□ Edit | Del 

IQ Beniamin. Ramon 

Ramon Beniamin 

(437)679-1546 

ramonOfakemail.com 

TLead 

□ Edit | Del 

IQ Bowen. Clinton 

Clinton Bowen 

(358)310-2607 

clintonOfakemail.com 

TLead 

□ Edit | Del 

IQ Britt. Flovd 

Flovd Britt 

(552) 113-3550 

flovdOfakemail.com 

TLead 

O Edit | Del 

IQ Brock. Elizabeth 

Elizabeth Brock 

(650)364-9552 

elizabethOfakemail.com 

TLead 

□ Edit | Del 

l{jk Brown. Elma 

Elma Brown 

(190)132-9503 

elmaOfakemail.com 

TLead 

□ Edit | Del 

IQ Bucklev. Kenneth 

Kenneth Bucklev 

(820)332-2041 

kennethOfakemail.com 

TLead 

IH Frlit 1 Del 

Ift Cameron .Inhnnv _ 

.inhnnvCamernn 

1722)309-616? 

inhnnvOfakRmail r;nm 

Tl earl 


Exercise 2: Create a Summary Report for All Contacts by State 

1) Click on the Reports Tab 

2) Click on the Folder "Organization and Contacts" 

3) Scroll down to the bottom and choose the "Mailing List" report 


Home Organizations Contacts Households Donations Campaigns | 


a 

Dashboards + 



1 


N ew Re port.,. New Da s h boa rd., 


Reports & Dashboards 

Folders Organization and Contact Reports 


Find a folder... 


All Folders 

| Hi Un filed Public Reports 
[^j My Personal Custom Re. .. 
.a My Personal Dashboards 
| Hi Household Reports [Ins... 
|ai Nonprofit Edition Report... 

[□j Sales Reports 

| ml Lead Reports 

[Hj Support Reports 

| ml Campaign Reports 

I Hi Administrative Reports 

|mj Activity Reports 

[Hj Product and Asset Rep. .. 

| Hi Call Center Reports 
|mj Content Reports 


| Qk Find reports and dashboards... | 

Action Name + 

What is the data history of my Contact Fields? 
Contact Role Report 

Who are the contacts involved in my current deals? 

HTML Email Status Report 


□ 

□ 


Show me all HTML emails I sent this week. 


m 

n 

n 

1-11 ofllz] 


Mailing List 

Who are the contacts at my current organizations? 

lew Organizations 


What organizations have been added recently? 
Organizations with last activity > 30 days 
Which organizations need attention? 

Partner Accounts 

Which accounts are partners? 


<4 4 Previous Ne; 
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4) Your report will look like this: 


Training Leader ▼ Setup Help 


^ Report Type: Contacts & Organizations 

Unsaved Report 


Guided Tour | Video Tutorial | Help for thi 


6 Report Properties Add Report Type 


l Quick Find 

ig and drop to add fields to the repoi 


3 Bucket Fields 
^ Add Bucket Field 
3 Contact: General 
U Contact Owner 


Available Fields 


U Last Modified By 

a Last Modified Alias 
U Salutation 
U First Name 
U Last Name 
U Title 

U Department 
□ Birth date 
U Lead Source 
a Assistant 


Filters Add 


Show My contacts 


late Field Created Date 

To add filters, click Add 


▼ Range Custom 


From i 


'a 1 to 




'review 

alutation 


Tabular Format 
First Name 


Show ▼ Remove All Columns 

ast Name Title 


Account Name t 


Alicia 

Amelia 

Lane 

Owens 

Mistress of Darknes 

1 Preview Area 

Angelia 

Leonard 


™ >ytua lcuiioiu 

Angelica 

Ramsey 

- 

Angelica Ramsey 

Angelina 

Jolie 

Actress 

Angelina Jolie 

Antony 

Middleton 

- 

Antony Middleton 

Arlene 

Munoz 


Arlene Munoz 


MrintnQh 


Arrnn McintnQh 


Mailing Street 
44 East Starke Gate 
48 West Labarge Mall 
46 North Dounby Path 
87 South Junipertree Arcade 

5 East Lorel Canyon 
1 North Swifts Bay 

44 Winqtparl Manor Klnnk 


Mailing City 
New Madison 
Olympia 
New Madison 
Olympia 

New Madison 
Olympia 


Mailing State/Province 

MA 

NY 

MA 

NY 

MA 

NY 


Mai ig Zip/Pos 

222 
115 
222 
115 

222 
115 5 
R23 


5) For Show, select "All Organizations" (this actually means "All Contacts") 


Filters 

Add ▼ 

Show 

Mycontacts| t 


Date Field 

My contacts 

;ustom ▼ 


My organizations 


To add filte 

Mv team's oraanizations 


1 

All organizations 

1 
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6) For Date Field, select "All Time" 


Filters 

Add ▼] 








Show 

All organizations 


'1 






Date Field 

Created Date 

I w Range 

All Time! 

V 

From 


laJ To 

laJ 

To add filters, dick Add 


All Time 



1 






Fiscal Year 









Current FY 






Preview 

Tabular Format 

▼ Show T 

Previous FY 









Previous 2 FY 






Salutation 

First Name 

Last Name 

2 FY Ago 




:count Name + 

Mailing Street 









- 

Alicia 

Lane 

Wflvt FV 




cia Lane 

44 East Starki 

- 

Amelia 

Owens 

Current and Previous FY 


nelia Owens 

48 West Lab a 

- 

Angelia 

Leonard 

Current and Previous 2 FY 


igelia Leonard 

46 North Doui 

- 

Angelica 

Ramsey 

Current and Next FY 


igelica Ramsey 

87 South Juni 

- 

Angelina 

Jolie 

Fiscal Quarter 



igelina Jolie 

- 

- 

Antony 

Middleton 

Current FQ 




itony Middleton 

5 East Lorel C 

- 

Arlene 

Munoz 

Current and Next FQ 

T 

lene Munoz 

1 North Swifts 

- 

Arron 

Mcintosh 

- 



Arron Mcintosh 

44 Winstead l 


7) Click "Run Report" 


i i 

L Report Properties 

Add Re po rt Type j 

E 

Run Report 

J 



Filters Add 


Show All organizations 


Date Field Created Date 
To add filters, click Add. 


▼ Range 

All Time 

I — I 

T 

From 


@1 

| To 
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8) Your report will look like this: 

9) Click "Add to Campaign" 


Home Organizations Contacts Households Donations Campaigns 


Dashboards + 


£ Contact Mailing List Report 

Report Generation Status: Complete 
Report Options: 

Summarize information by: 


Show 


Time Frame 

Date Field 


-None- 


▼ All organizations 


Range 


▼ Custom 

From To 


Run Report ▼ Hide Details Customize Save As Printable View Export Details I Add to Campaign 




First 

Name 

Last 

Name 

Title 

Account 

Name t 

Mailing Street 

Mailing 

City 

Mailing 

State/Province 

Mailing 

Zip/Postal 

Code 

Mailing 

Country 

Phone 

Fax Mobile 

E 

Adele 

Huff 


Adele Huff 

48 Meldar Trail 
North 

New 

Madison 

MA 

2222 

- 

(934)411-3838 

(615)851-6747 

a< 

Adrienne 

Jarvis 


Adrienne 

Jarvis 

18 Shorter 
Crescent 

New 

Madison 

MA 

2222 

- 

(449)011-3116 

(856) 520-5820 

a< 

Alicia 

Lane 


Alicia Lane 

44 East Starke 
Gate 

New 

Madison 

MA 

2222 

- 

(260)825-9163 

(200) 753-3897 

a] 

Alisha 

Hall 

- 

Alisha Hall 

68 Lovat Mall 

Fircrest 

MA 

2145 

- 

(573)007-5666 

(663)400-7994 

a] 

Allan 

Estrada 


Allan Estrada 

186 West 
Pennycress 

Corrtane _ 

Alsey 

CT 

6230 

- 

(884)467-4811 

(229)705-7163 

a] 


10) Lookup Campaign and choose "2013 Postcard Appeal" 

11) Choose Member Status "Sent" 

12) Click "Add to Campaign" 


^ Campaign 

Add Members 


Help for this Page Q 

1 Step 1. Select a campaign and member status 

Step 1 of 2 

Select a campaign, and a desired member status. To create a new campaign, you must exit this process. 


Campaign: 

1 201 3 Postcard Appeal c l. | 


Member Status: 

■ Sent - 1 


Existing Members: 

® Do not override the member status 
© Override the member status 




| Add to Campaigi^i Cancel 
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13) You will receive the following confirmation 

14) Click "Done" 


,j Campaign 

’ Add Members 

Help for this Page O 

1 Step 2. Your members have been added 

Step 2 of 2 

206 new members have been added to the campaign ”2013 Postcard Appeal" with a Status of "Sent". 

Previous 


15) In Summarize information by: scroll down and select "Mailing State/Province" 


Report Options: 


Summarize information by: 


-None- 


Irtle 

Coni 3d: Address 

Mailing Address Line 1 
Mailing Address Line 2 
Mailing Address Line 3 
Mailing City 

Mailing Country _ 


Mailing State/Province 


Mailing Street 
Mailing Zip/Postal Code 
Other .Address Line 1 
Other .Address Line 2 
Other .Address Line 3 
Other City 
Other Country 
Other State/Province 
Other Street 
Other Zjp/Postal Code 
Contact: Ph/Fax/Emaii 
Email 


Sho\ 

All o 


itle 


16) Click "Run Report" 


Summarize information by: 

S 

Mailing State/Pnovince 

T J 

iRun Report T 1 Hide Details 

Customize 
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17) You will see that your contacts have been grouped by State in the report 

18) Click "Hide Details" 


Re port Ge ne ration Statu s : Complete 
Report Options: 

Summarize information by: Show 

Mailing State/Province 


t All organizations 


Time Frame 

Date Field 


Range 


Created Date 


Custom 

From 


To 


Run Report 




Hide Details I Customize Save As Printable View Export Details Add to Campaign 



Salutation First 

Name 

Last 

Name 

Title 

Account 

Name + 

Mailing Street 

Mailing 

City 

Mailing 

Zip/Peatal Cede 

Mailing 

Country 

Phene 1 

□ 

Mailing State/Province: 

-{1 record) 









Anaelina 

Jolie 

Actress 

Anaelina Jolie 

- 

- 

- 

- 

- 

□ 

Mailing State/Province: CT{51 records) 








Allan 

Estrada 

- 

Allan Estrada 

186 West Pennycress 
Gardens 

Alsey 

6230 

- 

{884)467-4311 - 


19) The report will provide a summary of records numbers for each State 

20) Click on "Save As" 


Re port Ge ne ration Statu s: Complete 
Report Options: 

Summarize information by: _ Show 


Mailing State/Pnovince 


t All organizations 


Time Frame 

Date Field 


Created Date 


_ Range 
t Custor 
From 


Run Report T Show Details Customize 




rintable View Export Details I Add to Campaign 




0 Mail!ng State/Provi nee: - {1 record) 


□ Mailing State/Province: CT {51 records) 


0 Mailing State/P rovi nee: M A {74 record s) 

0 Ma i 1 i ng State/P rovi nee: M ass {1 record) 


0 Mailing State/P rovi nee: N H {9 record s) 

0 Mailing State/Province: NY {66 records) 


|| Grand Totals (202 records) 

_ 
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21) Name Report "Contacts By State" 

22) Choose Report Folder "Unfiled Public Reports" 

23) Click "Save & Return to Report" 


Save Report 

Report Description 


Report Unique Name | Contacts_By_State 
Namespace Prefix 


Report Folder | 

My Personal Custom Reports j ▼ | 


ft. A i i D.ir -■ f-, , 1 Pi irtnm D iinnrt 1 



Nonprofit Edition Reports | 

|save & Return to Report | Cancel 
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Exercise 3: Create a Chart for Contacts by State 

1) Go back to report and click "Customize" 


1 


|_ 

Run Report t Show Details 1 

1 

1 Customize i 

[ Save 





□ Mailing State/Province: -{1 record) 

D Mai I ing State/Province: CT{51 records} 

Mailing State/Province: MA{74 records) 


2) Click "Add Chart" 


Save 


Save As 


Close 


a Re po rt Pro pe rtie s Add Re po rt Type 


© Run Report 


ields 


All 


# 

□ 


Filters Add 


^ Quick Find 


ag and drop to add fields to the report. 


S flow All organ iz atio ns 
Date Field Created Date 


▼ Range All Time 


▼ From 


tz3 Formulas 

Add Formula 
(£3 Bucket Fields 

% Add Bucket Field 
Contact: General 
U Contact Owner 
u Contact Owner Alias 
U Created By 
Created Alias 
U Last Modified By 
^ Last Modified Alias 
U Salutation 
*4 First Name 
U Last Name 
* Title 

w Department 

■ —I R irUirl qta _ 


_ To add filters, click Add. 


P re Vi e W Sa mmary Fo rmat 


Show 


i i 


amove All Colui 


Mailing State/Province:-{1 Record) 

Drop a fie Id lie re to c reate a g rou pi ng. Hide 
Mailing State/Province: CT {5 Records) 

Mailing State,'Province: MA{9 Records) 

Mailing State/Province: NY {5 Records) 


Grand Totals records) 


Add columns by dragging fields into the preview pane. 
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3) Click on the different chart types and preview to decide which best displays the data 

4) Select Pie Chart type 

5) Click on the Formatting tab 


Chart Editor 


Select Type: 


Help for this Page O X 



ill T 


Record Count 

> 

Mailing State/Province 

T 



6) Name the Chart "Contacts by State" 

7) Check the box for "Show Values" 

8) Click "OK" 


Chart Data 

Formatting 




£ ha rt T itl e Co nta cts by State 

Hspt. 

■ 

Text Format 12pt. T lllll 




Background Color Gradient- Diagonal 
From: lESSJ To: 


Legend Position Right T 

Data Labels 0 Show Labels 

0 Combine Small Groups into "Others" 

jyyhowUalueB | 

Q^ho^Wedq^r 

□ Enable Hover 


Chart Position Above Report 


Chart Size Medium 




OK 


Cancel 


1 J 





64 


© 501 Partners, LLC 















































ftl 501 partners 


9) You will see a preview screen. Click "Run Report" 

10) Your chart should look like this: 


Report Options: 

Summarize information by: 
Mailing State/Province 


Show_ 

All organizations 


—Time Frame 

Date Field _ Range _ 

Created Date w Custom 

From To 


Run Report 


JL . 


Hide Details Customize Save Save As Delete Printable View Export Details Add to Campaign 


Edit Large | Medium | Small 

Contacts by State 


Mai Kin g State/ 



74 

Record Count 


11) Save chart in "Unfiled Public Reports" and click "Save" 


Report Name 
Report Description 
Report Unique Name 
N amespace Prefix 


| Contacts By State 


| Contacts_By_5tate 


| Unfiled Public Reports 




Save I Save ■& Return to Report Cancel 
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12) You can find your chart In the Reports tab under the "Unfiled Public Reports" folder 


Reports & Dashboards 


New Report... 


New Dashboard... 


Folders Unfiled Public Reports 


Find a folder... 

I 


| Find reports and dashboards... 



All Folders 


Action Name 

jj Unfiled Public Reports 

| 

^ My Personal Custom Re... 

.ii My Pe rs o n a 1 D as h b o a rds 
|E-ii Household Reports [Ins... 


Q □ All Contacts 


[ w J 


[cjj Nonprofit Edition Report... 
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Exercise 4: Create a Chart for Campaign Members 

1) Click on Reports Tab 

2) Choose "Campaign Report" Folder 

3) Choose "Campaign Member Report" 


Home Organizations Contacts Households Campaigns Donations 


Reports j 


Dashboards 


Reports & Dashboards 


New Report... New Dashboard.. 


-ciders 


Campaign Reports 


Q, Find a folder... 

Lji My Personal Custom Reports 
.«■ My Personal Dashboards 
Il-ii Household Reports [Installed Packag 
L _ Nonprofit Edition Reports [Installed P i 
Ilji Organization and Contact Reports 

1 1 _ 11 Opportunity Reports 

ii_,i Sales Reports 

Ilji Lead Reports 

Ilji Support Reports 

^^^ampaTg^ffepoH^^^^^^^ 

^Activity Reports 
ii_ii Product and Asset Reports 
lal Call Center Reports 
[ ,, Content Reports 


Ql Find reports and dashboards... 


Action 


Name -t 

Campaign Call Down Report 




n 

n 

a 

n 


n 


Show me all members of a specific campaign. 

Campaign Contacts 

Which contacts have been marketed to in the past? 

Campaign Leads 

Which leads have been marketed to in the past? 

Campaign Member Analysis Report 
Who has responded to my campaigns? 

?ampaTg^HemBe^epo^^^^™ 


Camnainn ROI Analysis Rennrt 


1 


4) Select "Customize" 


Campaigns with Campaign Members 

Report Generation Status: Complete 
Report Options: 


Summarize information by: 

Campaign Name 


Show _ 

My active ca m pa ig ns t 


Select campaign: _ 

I 


Run Report ▼ 

Hide Details 

1 Customize 1 Save As Printable View 

Export Details 

Add to Campaign 



Member 

Type 

Member 

Status 

Lead/Contact ID Member 
First 

Associated 

□ate 

Member 

Status 

Update 

Date 

Member Responded Sal Title 

First 

Responded 

□ate 

Company 

Campaign Name: 2013 Postcard Appeal (206 records) 

Contact 

Sent 

003i000000N4zic 10/16/2013 

10/16/2013 

n 

Ian 
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5) Show "All Campaigns" 

6) Click "Add Chart" 


i Iters 

Add * 

Show 

All campaignsl ▼ 

"o add f 

Select a campaign: 

My active campaigns 

My campaigns 

All active camoaians 


[ 


All campaigns 


1 


review Summary Format ▼ Show * j| J Add Chart I Remove All Columns 
lemberType Member Status Lead/Contact ID Member First Associated 

Campaign Name: Fall Dinner (20 Records) 


7) The Chart Editor will show a preview (Note: this does not show all data until you run the report) 

8) Click "OK" 


Chart Editor 


Select Type: 


ill 




90T 


Help For this Page O * 


Chart Data Formatting 


Combination □ p| ot actional values 
Charts 


L__J 


Cancel 


This preview may not include all data. 


X-Axis 

Record Count 

rl 

Y-Axis 

Campaign Name 


Group By 

\- Select - 

| ▼ 1 


==. HHI 



: 



* i— 




5 10 is 20 

Record Count 
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9) Click "Run Report" 


Report Type: Campaigns with Campaign Members 


Unsaved Report 


i Save As Close 


& Report Properties Add Report Type 


O Run Report 


n 


10) You're chart should look like this: 

11) Click "Save As" 


Report Generation Status: Complete 
Report Options: 


Summarize information by: Show 

Campaign Name t All -campaigns 



Run Report ▼ 


Hide Details Customize 



Export Details 


Add to Campaign 
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12) Name Report "Campaign Members" and write a description 

13) Save under "Unfiled Public Reports" folder 

14) Click "Save & Return to Report" 


Save Report 


Report Name 1 

| Campaign Members 

Report Description 1 

Number of Members per Campaign 

Report Unique Name 

| Campaign Members 

Namespace Prefix 


|Report Folder 

| Unfiled Public Reports » | 


Save 


Cancel 
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9. DASHBOARDS 

Exercise 1: Create a Dashboard 


1) Select Reports Tab 

2) Click "New Dashboard" 


Home Organizations Contacts Households Campaigns Donations 


Reports & Dashboards " awBapMt " r^" Das " t ’° ari1 ' I 



3) On Components Tab, drag over a Pie Chart and a Bar Chart into the box areas 


Dashboard 


Save As Close 


Dashboard Properties 

Add Filter 


[Components I Data Sources 


| |=- 

1^^ 

L 



( V 


r y 

in: :: | 


/ 

s 


Click to enter a dashboard description. 
Medium ▼ X 

Pie Chan 


Medium ▼ X 


X Horizontal Bar Chart 


Edit Header 


Edit Header 


Edit Title 


Edit Title 


\ X 


Drag a data source here to add data. 

Edit Footer 


Drag a data source here to add data. 

Edit Footer 
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4) Click on Data Sources tab 

5) Select Reports Unfiled Public Reports -> Campaign Members 

6) Drag "Campaign Members" report into Pie Chart (note: this will take a moment to populate) 

7) Name Chart "Campaign Members" 



Dashboard 


Components 

■ Data Sources 1 



Recent 

My 

All 


Q( Quick Find 

Ei Reports 

&^NonprofitEditionReports 

Unfiled Public Reports 
Campaign Members 


Save 


Save As 


Close 


l* Dashboard Properties Add Filter 


E 


contacts By state 

Ei S-Controls 
Ei Visualforce Pages 


Click to enter a dashboard description. 
Medium * X 



Pie Chart 

A, X 

Edft Header 

, 1 

Campaign Members | 

1 


205 


Record Count 
Campaign Name 

■ 2013 Postcard Appeal ■ Fall &nrw 
Source. Campaign Members 
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8) Select "Contacts by State" report and Drag to Horizontal Bar Chart 

9) Name Title "Contacts By State" 

10) Save Dashboard 



11) Name Dashboard "Sample Dashboard" 

12) Save to "My Personal Dashboards" 

13) Click "Save and Run Dashboard" 


Save Dashboard 


X 



fitle 

Sample Dashboard 

1 

Dashboard Unique Name 

Sample_Dashboard| 

| i 


Folder 

To avoid exposing sensitive data to the wrong people, choose a folder visible only to the right 
USerS. 

| Save to My Personal Dashboards w \ 


Save 

Isave and Run Dashboard 1 

Cancel 
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14) Your Sample Dashboard should look like this: 


Sample Dashboard 


0* Find a dashboard... v 


Edit 

Clone 

Refresh 


As of Today at 8:20 PM 


Campaign Members 



Record Count 
Campaign Name 


■ 2013 Pus Lea rd Appeal ■ Fall DiniW 



Record Count 
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APPENDICES 


Nonprofit Translator 

From Salesforce Foundation website: http://www.salesforcefoundation.org/translator 

Salesforce CRM was originally created for Business-to-Business (B2B) companies, so 
sometimes a little translation can be helpful to nonprofits implementing Salesforce. Check out 
this vocabulary list for some basic definitions and translations. 

account: an organization, company, or partner that you want to track — for example, a partner 
organization, a Foundation, another nonprofit, a school, or a company where your contact is 
employed. In Salesforce, all contacts are tied to accounts. In the Nonprofit Starter Pack , there are 
two methods for managing individual contacts and accounts. 

AppExchange: a sharing interface from salesforce.com that allows you to browse and share 
apps and services for the Force.com platform via the web. The AppExchange allows you to 
extend the functionality of Salesforce with Apps for things like: sending bulk email; managing 
volunteers; ticket sales; online donation processing, and more. 

app: short for “application.” Basically, an app is a collection of components such as tabs, 
reports, dashboards, and Visualforce pages that address a specific organizational need. 
Salesforce.com provides standard apps such as Sales and Marketing. The Nonprofit Starter Pack 
or "Nonprofit CRM" is an app from the Salesforce Foundation. You can create a custom app or 
download other apps like these from the AppExchange. 

campaign: a series of tactics and/or programs designed to achieve a certain organizational 
objective. For nonprofits, this objective might be fundraising, calls to action, client outreach, 
education, volunteer management or raising awareness. And it might include tactics like mass 
email, events, direct mail, and advertising. 

cloud computing: a model for software development and distribution where the technology 
infrastructure for a service, including data, is hosted on the Internet. This allows users to develop 
and use services with Internet browsers instead of investing in hardware, software, or 
maintenance. Watch What is Cloud Computing? 

contact: contacts are those individuals associated with your organization. They can be donors, 
volunteers, clients, students, etc. Your org can set up multiple contact types. All contacts must be 
associated to an account unless they are a private "person" account. 

custom object: custom records or fields that are grouped together and that allow you to store 
information that is unique to your organization. You can use custom objects to manage your 
unique programs and services. 
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dashboard: A visual representation of your report data. It gives you a real-time snapshot of your 
outcome measurements and key evaluation indicators. Click on a dashboard to see the report 
from which it is created. Learn more about dashboards 

household: In the Nonprofit Starter Pack , the Households package provides the ability to group 
contacts around a physical address, limiting mailings to only one piece per physical address, and 
aggregating donation and membership information. 

lead: a lead is a potential “sales” opportunity. When you see “leads,” think prospective donors, 
program participants, members, etc. These are people who might have expressed an interest in 
your programs, but with whom you have yet to have significant interaction. 

object: An object allows you to store information in your Salesforce.com organization. The 
object is the overall definition of the type of information you are storing. If you are familiar with 
Excel, you might think about an object as a worksheet or a table. "Contacts" is a standard object 
in Salesforce CRM. 

opportunities: an opportunity is a transactional activity that you want to track. For nonprofits, 
think of opportunities as grant applications, pledge payments, individual donations, product 
sales, fee-for-service activities, or any other financial transaction. In the Nonprofit Starter Pack , 
Opportunities have been renamed “Donations.” 

organization (or org): An organization is the virtual space provided to an individual customer 
of salesforce.com. Your organization includes all of your data and applications, and is separate 
from all other organizations. 

profile: a profile in Salesforce is a group of settings and permissions assigned to a user. Profiles 
controls what a user can do in Salesforce. There are standard profiles. Or you can create custom 
profiles. These are different from an individual Chatter profile. 

sales: ok, you know what this is, but whenever you see it in Salesforce documentation, just think 
about it in terms of relationship building for donations, fee-for-service, membership and other 
nonprofit transactional relationships. 

sandbox: A sandbox in Salesforce is a copy of what Salesforce calls your “production 
environment” - the Salesforce organization where you do your work and where your live data is 
stored. Sandboxes are completely isolated from your production organization, so anything that 
you do in your sandboxes will not affect your production application and vice-versa. That makes 
sandboxes the perfect place to test applications from the AppExchange, develop customizations 
of your own, and do staff training. 
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Translating the Standard Objects 


translating the standard objects 



LEADS 



Client 

Prospects 


Donor 

Prospects 


t fully engaged with your nonprofit. Each organization defines what a Lead is to them. 



Individuals Donors Volunteers 

that you interact with at your organization. 


Clients 


Organizations Foundations Corporations Partners 

Any and all companies or organizations you work with. 



Donations Memberships 

Any and all transactional activities. 


Classes 


Volunteer 

Scheduling 


Events Fundraising 

Anytime you ask a Contact for a response. Invite them to an event. Attend a class, etc. 


Tshirt Sales 


Program 

Outreach 


*From Salesforce Foundation "Getting Started with Salesforce" Webinar 
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